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Login - Forgot Password - Registering 
 
Open your Internet Browser and type: 
http://www.iimefpublic.usmc.mil/public/iimefpublic.nsf/sites/iimef?OpenDocument, 
in the address bar. You should see something similar to figure 1.1. The 
next step is to click on the login button (figure 1.1). 

 
[ Figure 1.1 ] 

 
 

Once you click on the login button, you will see the page show in figure 1.2. 
stop here if all you need to do is login. Your User Name is generated when 
you registered for the site. It’s usually your last name and initials. Your 
password is what you supplied when you registered for the site. If you have 
forgotten your password, click on the button left of the Register Button- 
User Update/Forgot Password. The system will prompt you with the 
question you supplied when filling out the registration form. All you need 
to do is supply the answer to the question. This field will be case sensitive. 
If you still cannot login, contact Site Support. To register, continue… 

 
[ Figure 1.2 ] 

 
 

Click Register and you should see figure 1.3. 
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[ Figure 1.3 ] 

 
 
Fill out this form and click Submit. Once this is done, you will get a 
confirmation page. Make sure you remember your User ID and Password as 
well as the answer to your secret question. You will need this to get a new 
password via the website- if you forget your password. 
 
Finally, send an e-mail to webmaster@iimef.usmc.mil so that Site Support 
may activate your account. 
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Requesting a New Unit Site 

 
 
To request a new unit site, simply go to 
http://www.iimefpublic.usmc.mil/sitesupport. There you can download the 
checklist. Complete the checklist in its entirety and submit it 
mailto:webmaster@iimef.usmc.mil. A site will be created within 2 business 
days of receipt. 
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Editing/Create Articles: Left Column, Right Column 
and Bottom 

 
Shown in figure 1.4, the left column article is generally where a unit will put 
a welcome message and/or biographies for pertinent staff i.e. commanding 
officer, Executive Officer and Sergeant Major; however, you may choose to 
add any information you site fit. 
 
  
[ Figure 1.4 ] 

 
 
To edit this column a Content Manager would need to be logged in (see 
figure 1.1). Once logged in, your browser should show as in figure 1.5. If 
successful, you should see a welcome message and an edit mode banner 
with a drop down box. Click the down arrow and select Left Column under 
the Home Page category. 
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[ Figure 1.5 ] 

 
 
You should now see figure 1.6. 
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[Figure1.6]

 
Here you can see two things: a Create New Element button and a list of 
articles. These allow you to either create a new article or simple edit an 
existing one. Editing and adding are the same with the exception of 
existing information when editing. In our example we will edit. In this 
instance, there is only one article for the Commanding General- shown as 
“01 United States Marine Corps”. If you view figure 1.5, you will see the 
correlation. “United States Marine Corps” in figure 1.6 is the first article in 
the left column of figure 1.5. It isn’t the entire article. It’s only a preview for 
potential readers. If they choose to see the entire article, they simple click 
on “Read More” -an example of this in the right column of figure 1.5- or by 
clicking on the above link labeled “United States Marine Corps”. 
 
The first thing we will do is edit the article. Do this by clicking on United 
States Marine Corps. Once you have done so, you should see figure 1.7. 
 
[Figure1.8] 
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Here you see that you can see the article in its entirety. You may choose to 
edit the document- which we are going to select- or delete the document. 
Beware when clicking the “Delete Document” button. Once clicked, this 
document will be deleted and cannot be retrieved. Go ahead and click “Edit 
Document” and you will see figure 1.9. 
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[Figure1.9]

 
 
Working our way down from the top to the bottom of figure 1.9 we see 
“Please Note”. We ask that you restrict your images to no larger than 300 
pixels (4 inches) in any one direction. Images exceeding this limit will be 
deleted without notice. 
 
The first field is named “Title”. This text will appear first on the page. You 
can see this in example in figure 1.8 “United States Marine Corps”. This 
field was originally designed to display the title of the article. 
 
The Second field is the “Name” field. It will put text just below the Title 
field. This field was originally designed to input the person writing the 
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article, although many Content Managers choose to or not to use one of 
the fields and for different uses. 
 
The next field is the sort order field. When you have multiple articles in 
either the bottom, left or right column, you can force them to show up in 
any order you like. Do this by simply putting them in number order- least to 
greatest. 
 
The fourth field is the Image field. By clicking on the Browse button, you 
can insert a single image into the article. Please make all images exactly 
300 images in at least one direction. Please not that you may also not have 
the image larger than this in any one direction. You may use any number of 
photo editors to do this. We recommend Adobe Photoshop as the Marine 
Corps has a site license. You may contact the Public Affairs Office for a 
copy. You may also use the photo editor that comes with you Operating 
System- Microsoft Paint. You may view the help files in either editor to see 
how to alter the size. 
 
Whether you have chosen to insert or not insert an image, head the red 
bold lettering that states all images must be .GIF or .JPEG format. .BMP 
formatted images will not show as they are not supported for their poor 
compression rates. 
 
The final field is the Rich Text field. It allows the user to add up to 700 
characters of text. If you are creating an article, stop here. To edit, there is 
one more option. 
 
You may choose to replace an article with entirely new information. In this 
case you can just replace the text and delete and upload a new image in 
one shot. This is a good practice because you remove and add an article in 
one step vise two. For the image, you just check the box and click brows in 
the image field. Locate your file and click the submit button at the top of 
the screen. 
 
NOTE: Do not upload more than one image. This will cause neither image 
to show. 
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Editing Menu 

 
Looking at figure 1.5, you see that there are more options. To edit the unit 
menu click the Unit Menu option. You will see figure 1.10. 
 
[ Figure 1.10 ] 

 
 
Add a Category. This is what appears in brown. Looking at the figure we 
see two of them under Unit Menu. To create one, you must do so when first 
coming to the Edit Menu page. This will be your only opportunity to do this. 
First click the drop down next to Unit. Here, select your unit. 
 
Next you add the text you want to put in the category link. Do this by 
adding the text in the Title of Link field. If you are simple creating a 
Category link because you plan on having child links, go ahead and click 
save and navigate back to Unit Menu. Click on the Category link you 
previously created. This lets the system know you plan on putting a sub-
link under it. Then click the Create Indented Link option. You will see a 
page almost identical to figure 1.10, except you will not have to select a 
unit name. You will see that information was provided. To add an indented 
link, continue...  
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Third, there is an option to Hide This Link. Content Managers use this to 
temporarily hide a link. They do this for many reasons. I’m sure you too will 
find your own reasons for doing so. 
 
The fourth step is the Sort Field. Simple add a number as shown in figure 
1.10. Looking at the links under Unit Menu and the view to the right, you 
will see the correlation. 
 
The fifth step is to add a URL and select how you will show your URL. A 
simple example would be to point your link to an external website. For 
example http://www.usmc.mil. Since this is an entirely different site, the 
best option is to Open Page in New Browser. Select this option when 
pointing to separate websites. 
 
If you want to point to a document you have uploaded to the Document 
Library (we’ll talk about the document library later) you must simply click 
on Documents in the Edit Mode drop down. Once you have done so, you 
will need to select your unit and then navigate to the location you stored 
your document. Once you find your document, mouseover the link and 
right click. A window should popup as in figure 1.11 for an example. Click 
Copy Shortcut. This will save the link to your document. 
 
[ Figure 1.11 ] 
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Depress the F5 button to refresh your page and navigate back to the Unit 
Menu option. Right click your mouse in the URL field and select paste. This 
will paste the URL we saved earlier. There is one final thing we must do. We 
must delete all of the content as show in figure 1.12. 
 
[ Figure 1.12 ] 
 

 
 
Once you have deleted the above highlighted, select the “Open Page in the 
Current Browser” option. 
 
NOTE: You will need to submit links twice, in order for them to show up for 
the first time in the menu. We are currently working the issue and should 
have it fixed in the next release. In the mean time- to do so- after submitting 
a link, navigate back to the Unit Menu option. Click on any one of the links 
and click Save in the adjacent editor. 
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Edit Header 
 
Editing the Header information simply allows a Content Manager to modify 
text in the Brown Portion separating the sections. This feature also allows 
for the editing of two text fields in the left column as well. See figure 1.13 
for example. 
 
[ Example 1.13 ] 

 
 
As you can see, these fields are generally used for Address and Phone 
contact information. Units have used these fields for other things and you 
too may choose to do the same. Edit these fields and click the Save button 
at the bottom of the page to save your changes. 
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Add an eContact Us Contact 
  
Navigate to the Contacts option in Edit Mode and you will see figure 1.14. 
All you need to do here is add the name of the link in the Title field and add 
an e-mail address in the field below it. DO NOT use an e-mail address for 
the Title field. This is used to disguise and protect the e-mail addresses of 
the recipients. Click the Submit button save your changes. 
 
NOTE: Do not add more than one contact with the same name. This will 
cause conflicts. Also at this time, contacts may not be edited or deleted. 
You will need to contact Site Support for these changes. 
 
[ Figure 1.14 ] 
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